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1 Getting Started

This manual gives an in depth navigational walk through of the Plan of Service process. It begins
by showing the process for navigating to the new Plan of Service module in LTSS. The tutorials
will then step through each section of the Plan of Service and explain to the user the purpose and
functions within each section. Also, within each section the Tutorials will explain the in-depth
business rules and interconnections between the Plan of Service and other parts of LTSS.

1.1 Client Profile Strengths and Goals

1.1.1 Client Profile Strengths

A client’s strengths can be managed through the Client Profile at any time. From the Client Profile
authorized users will be able to list all of the strengths of the client. In order to manage the
strengths of the client click the Manage link as seen in the figure below. When a Plan of Service
is created and prior to having a decision made, all client strengths from the Client Profile will be
pulled directly in to the Plan of Service. Any change made to a strength through the Client Profile
will be reflected inside the Plan of Service where that strengths exists prior to a decision being
made on the Plan of Service.

FENnicolas.quinones (on behalf of DHMH, dhmhsdministmton)

LTSSMaryland Loetion CHAS1 Menu  Account

G} Home = &8 Chents | IS My Lists | A Alerts | @ Dashboard B Reports | @ Client Details

Jonathan Smith Profile

0: 28330110J115110 DOB: 08131950
MFP Eliginle: MiA Expand All

Client Demographics
Medicaid #

MMIS Info Phone #

MDS Data List

Address
» Cage Management

Representatives Audd Representatives.

» Programs
Strengths Manage

+ MFP
% Strength Detail

* Global Referral
Mo data available in table

1.1.2 Client Profile Goals

A client’s goals can be managed through the Client Profile at any time. From the Client Profile
authorized users will be able to list all of the goals of the client. In order to manage the goals of
the client click the Manage link as seen in the figure below. When a Plan of Service is created and
prior to having a decision made, all client goals with Progress = Not Begun and In Progress from
the Client Profile will be pulled directly in to the Plan of Service. Any change made to a goal
through the Client Profile will be reflected inside the Plan of Service where that goal exists prior
to a decision being made on the Plan of Service.
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FENnicolas.quinones (On behall of: DHMH, dhmhadminisimbort)
DeMH

LTSSMaryland

Menu Account

¥ Home | && Clients | i= MyLists = & Alerts | @ Dashboard [ Reports | % Client Details
Jonathan Smith Profile
* 1D: 28390110J115110 DOS: 08131950
MFP Eliginle: Nis
P Client Demographics
Profile e
Chont S . Medicaid #
MMIS Info Phone #
MDS Data List -
» Case Managemaent
Representatives
» Programs
Strengths
» MEP

Goals
+ Global Referral

Date Created % | Goal Category ¢ | Desired Goal s

StepsiActions

Expand All

Edit

Manage

Manage

Manage

Add Representatives

Manage:

Manage

% | Progress &

How Achieved % Actions

Ho data available in table

1.2 InterRAI Result CAPS

Each time an InterRAI HC MD Assessment is completed for a client, a list of Triggered CAPS are
produced on the results page for that InterRAI Assessment. The Triggered CAPS from the client’s
most recent submitted InterRAIl Assessment will be pulled directly in to the Plan of Service upon
creation to represent part of the current risks for the client. The figure below shows a sample
InterRAl Assessment Results page, with examples of the Triggered CAPS that could be pulled in
and used for a Plan of Service. The tutorials section on the Risks section of the Plan of Service will
provide more details on how the Triggered CAPS are used for the Plan of Service.

FENicolas.quinones (o behalf of: LHD, Indsssessorsupenvisort)
Location: LHD {Defauit Al Jurisdictions)

LTSSMaryland

Menu LI

G} Home | dAClients | I= My Lists | A Alerts | &8 Assignments Reports | @& Client Details

Jonathan Smith
¥ ID: 28390110J115110 DOB: 08/1311950
MFP Eligible: NIA

interRAI HC MD - Results

Back to List Print

» Client

Triggered CAPs:
» Case Management
CAP Name

<

~ Programs
Activities CAP

Tasks
Person has withdrawn fiom activties or is uneasy entering into activities and sucial relationships

Assessment & POC

interRAI HC MD Results Cardio-Respiratory CAP

Pian of Service

Need to assess for possible cardio-respiratory problems
» Global Referral Coanitive CAP.

Maintain independence for persons with reasonable cognitive skills
Communication CAP

Should focus on improving communication & preventing decline.

Delirium CAP

Person has active symptoms of defirium.

Falls CAP

Person s at risk for falls

Mood CAP

Person has pre-existing depression diagnosis or depressed mood
Physical Activity Promotion CAP

Person engages in low levels of physical activity.

Physical Restraint CAP

Person need follow-up with regards to physical restraints
Smoking and Drinking AP

Need strategies to cease smoking & reduce drinking

Social Relationships CAP

Person has reduced social relationships. Need to facilitate social engagement

Institutional Risk CAP

Person is at risk of institutional placement

Result

TRIGGERED

TRIGGERED

TRIGGERED -

TRIGGERED -

TRIGGERED

TRIGGERED -

TRIGGERED -

TRIGGERED

TRIGGERED -

TRIGGERED

TRIGGERED

TRIGGERED

PREVENT DECLINE

POTENTIAL FOR IMPROVEMENT

LOW RISK

HIGH RISK

ADL ABILITY PRESENT

I
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2 Tutorials

2.1 Accessing the New Plan of Service Module

The first step in accessing the Plan of Service is to search for the client under the Clients tab in
LTSS. After entering search criteria click the Cases button in order to produce a list of clients that
match the search criteria. After identifying the client record you wish to access, click the Client
Summary link as shown in the figure below.

FEMnicolas.quinones (On bena of AZRS, ritsort)
LTSSMaryland Location: AERS (Dt All Jatictons] e Menu  Account

AL Clients ‘EE Mylists & Alerts 2% Assignments Bl Reports

Client ID Last Name: First Name
smith jonathan
S5NE Az Date of Bih

Se:r:hClear

Clignt ID % LastMame & FirsiMame & | Date OTBirth & Jurisdiction < | Facility S B8NP & CurmeslMAR & Primary Phones % | ACBOnS

28390550556 110 Smith Jonathan 0231960 Ealimong HOLLY HILL MAMOR INC (test) w5855 G5555555555 (555) 555-5555 Clianl Summary

After clicking the Client Summary link, the user will be taken to the Client Summary page of the
respective client selected. To access the Plan of Service module from the Client Summary page,
click on the Programs tab in the left hand navigation and then select Plan of Service under the
submenu as seen in the figure below.

FENnicolas.quinones (On behall of: DHMH, dhmihadminisiraior)

LTSSMaryland Location: DHIH Menu Account
Gt Home A& Chents | i= My Lists | A Alerts | @ Dashboard [ Reports = ®i Client Details
Jonathan Smith Client Summary

* ID: 23390110J115110 DOB: 08131950
WP Eligitle: NI

I T

» Case Management

Expand All

Current Assignments

¥ Programs
Current Enroliment
Tasks

Applications
Assessmenl & POC

Program Snapshot View Eligibiity Spans  View History

Nurse Monitoring

Level of Care

Plan of Service

ATP

Financial & Overall Decision

Letters

Appeals & Dispositions

» MFP

» Global Referral
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2.2 Plan of Service

What follows is a step by step process through the creation and workflow associated to the Plan
of Service. Each major section and/or function for the Plan of Service will represent one tutorial
within this manual.

2.2.1 List Plans of Service

After accesing the Plan of Service module a list of Plans of Service across the entire history of the
client will be available. This will allow authorized users to see a full history of a clients Plans of
Service across all waivers/programs.

FEl\nicolas.quinones (On behaif of: DHMH, dhmhadministratort)
LTSSMaryland Location: DHM,,? " ° TssminEe Menu Account

&} Home | 48 Clients | =My Lists | A Alerts | @ Dashboard Reports | i Client Details

Jonathan Smith Plan of Service — List
* ID:28390110J115110 DOB: 08H13/1950

WFP Eligible: NiA Add POS
» Client Program Type & | Date Created 4| POSType & POSCosts & | CostHeutrality Limit & | Effective Date 4 |EndDate & | Status | Active & | Actions
» Case Management No data available in table

~ Programs
Tasks
Applications
Assessment & POC
Nurse Monitoring

Level of Care

Financial & Overall Decision

Letters

Appeals & Dispositions

2.2.2 Add/Edit Plan of Service
To add a Plan of Service click the Add POS link in the upper right hand corner of the Plan of Service
List page as seen in the figure below.

Plan of Service — List

[esceas]
Program Type < | Date Created < | POS Type %+ | POS Costs < | Cost Neutrality Limit < | Effective Date < | End Date + Status S | Active & Actions

Mo data available in table
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2.2.2.1 Overview Information

When clicking the Add POS link, LTSS will take the user to the Overview Information section of
the Plan of Service. In order to actually create a shell of an entire Plan of Service the user must
first complete and save the Overview Information section of the POS. The Overview Information
section contains basic client information, the address to receive services and specific program
and plan of service information as seen in the figure below. In addition, this section will display
the clients current Support Planning Agency at the time the Plan of Service is being developed.
Once a decision is made on a Plan of Service, the clients Support Planning Agency at the time will
be locked in to that specific Plan of Service. Critical information related to the Plan of Service is
housed in the Overview portion of this section of the POS. The Program Type selection will drive
the available services within the POS. CO and ICS will contain the full set of services available in
LTSS, while CFC will only contain a subset of those services and MAPC will contain a subset of the
services available to CFC. In addition, the selection of a POS Type will drive what information is
required within the Plan of Service as well as the workflow for the Plan of Service. For example,
when POS Type is set as Provisional, the following information is optional in order to submit and
have a decision made on the Plan of Service: Address to Receive Services, POS Effective Date, and
Provider information pertaining to individual services in the POS. Upon completion of the
required fields, click the Save button to generate the shell of the Plan of Service. It is important
to note that a Provisional POS can never be considered Active. In order to make a Provisional POS
Active it must go through a conversion process which will be detailed in a later tutorial in this
manual. Users should note that throughout all of LTSS, all fields highlighted in yellow and marked
with one red star indicate that the field is required in order to save the form/section. All fields
marked with two stars indicate that the field is required in order to submit the overall form and
all other fields are optional. Certain information throughout the Plan of Service will display as
read only information to the user as this information is pre-populated or calculated based on
other information provided in LTSS for the client. In most situations this type of information is
pulled from either the Client Profile or from other forms completed for the client.
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Plan of Service — Overview

Cancel \ I Save I
Overview Information

General Information

Client Name Jonathan Smith Current Address Test Street 1, Baltimore 20103
Guardian of Person Barbara Smith DOB 08/13/1950

IA 33333333333 Client's Current Support Planning  AAA - Baltimore County Dept. of

Agency: Aging

Qverview

Client is enralled in Mat currently enrolled

Program Type: * co =]

Plan of Senice Type: ™ Provisional ﬂ

Created Date 11/12/2013

POS Effective Date 01/01/2014

Marrative

Address to Receive Services

Address Type . Nursing Facility - CATONSVILLE COMFORT CARE CENTER |test) - Test 51 |L|
Full Address Test Street 1, Baltimore 20103

Home Type: Congregate

Home Setting Alternative Living Unit

Lives With Family No

Is setting chosen by the participant? Yes

A significant change to note is that during creation, a Plan of Service will only have a POS Effecitve
Date, which essentially acts as the start date for the POS. A Plan of Service can now remain
effective for an indefinite period of time. The only way a POS will receive a POS End Date is if it is
either manually inactivated or if a new Plan of Service is Approved for the client. Both of these
situations will be explained in greater detail in a later tutorial in this manual.

Overview

Client is enrolled in: Mot currently enrolled

Program Type: * | co |Z||
Plan of Senice Type: * | Provisional |Z||
Created Date: 11/12/2013

POS Effective Date: | 01/01/2014 |
Narrative:
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Upon saving the Overview Information section when adding a Plan of Service, the user will be
taken to the Plan of Service Summary page as seen in the figure below. Once created, the Plan of
Service enters a Status of In Progress. The Status of the POS determines which users have access
to perform certain functions within that Plan of Service. Typically, an In Progress POS indicates
that the POS is being developed by a support planner and has not yet been submitted for a team
lead review. The Plan of Service Summary page will give the user a glimpse in to each section of
the POS. As noted prior, each section that is marked with two stars indicates that the completion
of the required field within that section is required in order to submit the overall Plan of Service.
Each section of the Plan of Service is represented by one panel bar on the Plan of Service
Summary page. In order to see summary details for an individual section the user can click on the
specific panel bar to expand and see the contents within.

Plan of Service — Summary Status: In Progress

Back to List Print Submit Discard Expand All

®@ Overview Information **

O Strengths “*

O Goals **

© Risks **

O Self-Direction **

O Emergency Backup Plans **

O Services — Tota: 0 ™™

O Signatures

O Review “*

& Decision and Clarification Requests

& Workflow History

2.2.2.2 Strengths

By default the Strengths list within a Plan of Service that does not have a decision of Approve or
Deny will contain all of the strengths listed in the Client Profile. After a decision is made on a Plan
of Service the Strengths list within that Plan of Service will be locked in and will not change going
forward in order to capture an accurate picture of the client strengths at the time a decision was
made on the POS. Prior to a decision being made an authorized user can make updates to the
strengths inside the POS by clicking the Manage link on the Strengths panel as seen in the figure
below.
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Plan of Service — Summary Status: In Progress

Back to List Print Submit | | Discard Expand All

& Overview Information ** Edit

O Strengths **

Manage

<

Date Created & | Strength Detail

No data available in table

After clicking the Manage link the user will be taken to the Plan of Service Strengths page. From
this page authorized users will be able to manage all aspects of strengths within the Plan of
Service. New strengths can be added by filling in the required fields and clicking the Add Strength
button as seen in the figure below. The user can also edit an existing Strength by clicking the Edit
link as seen in the figure below.

Plan Of Service — Strengths
Back o Summary Next Section

Strength Information

Strength Detail: ™
Good physical hygiene

§ Add Strength [ o
Current Strengths
Date Created Sirength Detail Actions
08/24/2013 Test Strength \ Edit Dealata
08/24/2013 Another test strength Edit Delste

When clicking the Edit link the last saved content for that Strength will be pulled up for the user
and will be available for modification. When selecting to edit a strength the specific strength
being edited will be highlighted and marked accordingly inside the Current Strengths list at the
bottom of the page. While in edit mode,the user can either choose to cancel making edits by
clicking the Cancel button or can save any edits made by clicking the Save Changes button.
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Plan Of Service — Strengths m

Back to Summary Next Section

Strengths
# Editing Selected Item...

Strength Information

Strength Detail- *
Another test strength

~ T )

Date Created Strength Detail Actions
11122013 Another test strength # Editing...
111122013 Test strength

Users will also have the ability to Remove a Strength from within the Plan of Service. The removal
of a strength from within the POS will be considered a soft delete, meaning that this will only
remove this strengths reference from the specific POS and that the strength will still be
manageable from the Client Profile Strengths list. In order to remove a strength click the Remove
link as seen in the figure below. The user will then be prompted to confirm their decision. Click
the Yes button to confirm the removal or click the No button to return to the previous page.

Remove Confirmation

Are you sure you want to remove this
strength from this POS? (This strength can
still be managed through the Client Profile)
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The user can navigate to the following section of the Plan of Service by clicking the Next Section
button as seen in the figure below. The user also has the option to navigate directly toany specific
section in the Plan of Service by using the left hand navigation as seen in the figure below.

LTSSMaryland FENnicolas.quinones. (on banalof CHL avrhedminsheior) R —

[re—

fal Home | & Clients | (= My Lists | 4 Alerts | @ Dashboard | B Reports | B Client Details

Jonathan Smith Plan Of Service — Strengths
¥ ID: 28380110J115110 DOB: 0811311950 ‘I_m.l
[ L) Back to Summary Hext Section

» Client

* Case Management

Strength Information

Strength Detail- *

Applicabons

Assessment & POC

MNurse Monitoring

Level of Care

Plan of Service
Summary

@ Overview Information

O Strengthe

O Goals

O Risks Date Creatad Strength Detail Actions

© Seif-Direction

O Emergency Beck-wp 1122013 Anather test strength Edit Remowve
O Services 117122013 Test strength Edit Remove

© Signatures

OReview |

2.2.2.3 Goals

By default the Goals list within a Plan of Service that does not have a decision of Approve or Deny
will contain all of the goals listed in the Client Profile that have a Progress status of Not Begun
and In Progress. After a decision is made on a Plan of Service the Goals list within that Plan of
Service will be locked in and will not change going forward in order to capture an accurate picture
of the client goals at the time a decision was made on the POS. Prior to a decision being made an
authorized user can make updates to the goals inside the POS by clicking the Manage link on the
Goals panel as seen in the figure below.

Plan of Service — Summary Status: In Progress

k ist Print Submit Discard Expand All

e

@ Overview Information

© Strengths ™™

O Goals **

Date Created ¢ | Goal Category 4  Desired Goal 4 | Steps/Actions % | Progress

<>

Mo data available in table

After clicking the Manage link the user will be taken to the Plan of Service Goals page. From this
page authorized users will be able to manage all aspects of goals within the Plan of Service. New
goals can be added by filling in the required fields and clicking the Add Goal button as seen in the
figure below. The user can also edit an existing Goal by clicking the Edit link as seen in the figure
below.

10
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Plan of Service — Goals m
Back to Summary | MNext Section

Goal Information

Goal Category: * |Z||

Desired Goal:- *

Steps/Actions:

Progress Information

Progress: * M|

o

Date Created Goal Category Desired Goal Steps/Actions Progress Actions
111272013 Health Lose 10 pounds Stop eating candy Not Begun Edit Remove
11/1212013 Education Get GED Study every night In Progress Edit Remove

When clicking the Edit link the last saved content for that Goal will be pulled up for the user and
will be available for modification. When selecting to edit a goal the specific goal being edited will
be highlighted and marked accordingly inside the Current Goals list at the bottom of the page. If
changing the Progress for a goal to Achieved or Discontinued an additional field will become
available and required. In addition, the user will see a disclaimer message informing them that
saving a goal with a Progress of Achieved or Discontinued will remove that goals reference from
within the Plan of Service because the POS only references Not Begun and In Progress goals.
Achieved and Discontinued goals can still be managed from the Client Profile Goals list. While in
edit mode,the user can either choose to cancel making edits by clicking the Cancel button or can
save any edits made by clicking the Save Changes button.

11
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Plan of Service — Goals m
Back to Summary | Next Section |

Goals

# Editing Selected Item...

Goal Information
Goal Category: ™ Health

Desired Goal: *

Lose 10 pounds|

Steps/Actions:
Stop eating candy

Progress Information

Progress: * Not Begun lz‘

I e <o

Date Created Goal Category Desired Goal Steps/Actions Progress Actions

111212013 Lose 10 pounds Stop eating candy Not Begun # Editing...

11/12/2013 Education Get GED Study every night In Progress

Users will also have the ability to Remove a Goal from within the Plan of Service. The removal of
a goal from within the POS will be considered a soft delete, meaning that this will only remove
this goals reference from the specific POS and that the goal will still be manageable from the
Client Profile Goals list. In order to remove a goal click the Remove link as seen in the figure
below. The user will then be prompted to confirm their decision. Click the Yes button to confirm

the removal or click the No button to return to the previous page.

12
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Remove Confirmation

Are you sure you want to remove this Goal
from this POS? (This Goal can still be
managed through the Client Profile)

[LYes || Mo |

The user can navigate to the following section of the Plan of Service by clicking the Next Section
button as seen in the figure below. The user also has the option to navigate directly to any specific
section in the Plan of Service by using the left hand navigation as seen in the figure below.

FENnicolas.quinones (on behalf of: DHMH, drer
S a Menu Account

LTSSMaryland Locat

£} Home | 28 Clients | = MyLists = A Alerts ‘ Dashboard | B Reports ‘ Bi Client Details
Jonathan Smith Plan of Service — Goals [ manage |

* ID: 28290110J115110 DOB: 08131950 ‘ -
MFP Eligisle: NiA Back o Summary ' Hext Section I

|

» Case Management |
Goal Information |

|

|

Goal Categary: ™ [~]

Desired Goal: *

* Programs
Tasks
Applcations
Assessment & POC
Hurse Moniloring
Level of Care
Plan of Service

Summary StepsiActions

iew Information

Progress Informati

Progress: * m

13
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2.2.2.4 Risks

By default the Risks list within a Plan of Service that does not have a decision of Approve or Deny
will contain all of the Triggered CAPS from the clients most recent submitted InterRAl
Assessment. In the event a POS is started and does not have a decision and a new InterRAI
Assessment is submitted for the client with a new set of Triggered CAPS, those Triggered CAPS
will replace the existing Triggered CAPS within the Plan of Service. After a decision is made on a
Plan of Service the Risks list within that Plan of Service will be locked in and will not change going
forward in order to capture an accurate picture of the client risks at the time a decision was made
on the POS. Prior to a decision being made an authorized user can make updates to the risks
inside the POS by clicking the Manage link on the Risks panel as seen in the figure below.

Plan of Service — Summary Status: In Progress

Back to List Print Submit Discard Expand All |

© Overview Information **

© Strengths **

xR

|
© Goals |
© Risks ** |
Date Created £ | Risk Source ¢ | Risk Detail %
1112/2013 InterRAI Assessment Activities CAF (Person has withdrawn from
activities or is uneasy entering into activities and
social relationships.)
1112/2013 InterRAl Assessment Cardio-Respiratory CAP (Meed to assess for =
possible cardio-respiratory problems.) i
111212013 InterRA| Assessment Cognitive CAP (Maintain independance for
persons with reasonable cognitive skills )
1112/2013 InterRAl Assessment Communication CAP (Should focus on improving
communication & preventing decline.)

After clicking the Manage link the user will be taken to the Plan of Service Risks page. From this
page authorized users will be able to manage all aspects of risks within the Plan of Service. New
risks can be added by filling in the required fields and clicking the Add Risk button as seen in the
figure below. The user can also edit an existing Risk by clicking the Edit link as seen in the figure
below. Risks that come from the InterRAI Assessment cannot be edited, only removed.

14
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Plan of Service — Risks

Back to Summary | Next Section |

_ *

Risk Information

Risk Datails: *
Another risk

m

‘ ¥ Add Risk

Date Created Risk Source Risk Details Actions
12/03/2013 Manually Entered Test Risk Edit Delete
11/16/2013 InterRAl Assessment Actities CAP (Person has Remove

withdrawn from activities or is
uneasy entering into activities and
social relationships. )

When clicking the Edit link the last saved content for that Risk will be pulled up for the user and
will be available for modification. When selecting to edit a risk the specific risk being edited will
be highlighted and marked accordingly inside the Current Risks list at the bottom of the page.
While in edit mode, the user can either choose to cancel making edits by clicking the Cancel
button or can save any edits made by clicking the Save Changes button.

Plan of Service — Risks Manage

Back to Summary [ Next Section

Risks

# Editing Selected Item...

Risk Information

Risk Details: ®
Test risk

\ + Save Changes

Date Created Risk Source Risk Details Actions
1122013 Manually Entered Test risk # Editing...
11/12/2013 InterRAl Assessment Activities CAP (Parson has

withdrawn from activities or is M
uneasy entering into activities and
social relationships._)

15
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Users will also have the ability to remove a Risk from within the Plan of Service. The removal of
a risk from within the POS will be considered a hard delete, meaning that risk will be permanently
deleted from the system. In order to remove a risk click the Remove link as seen in the figure
below. The user will then be prompted to confirm their decision. Click the Yes button to confirm
the delete or click the No button to return to the previous page.

Delete confirm

Are you sure you want to remove this Risk
from this POS? (This Risk can still be viewed
from the InterRAI Results page)

The user can navigate to the following section of the Plan of Service by clicking the Next Section
button as seen in the figure below. The user also has the option to navigate directly to any specific
section in the Plan of Service by using the left hand navigation as seen in the figure below.

16
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FENnicolas.quinones (on o . S
LTssMaryfaﬂd tm'mﬁﬂ:.j::]ll nones bahall of DHAH, dhmbusd intentor )

Y Home = A Clients | i=MyLists | M\ Alerts @ Dashboard | [E Reports | ®i Client Details
Jonathan Smith Plan of Service — Risks

P 1D- 28390110J115110 DOS: 08131950
MFP Eligible: Ni& Back to Summary

Menu Account

SNy 59

» Client .
Risks
» Case Management
~ Programs

Tasks

Applications

Assessment & POC

Risk Details: ™

Murse Monitoring

Level of Care

Plan of Service

Summary

& Overview Information
Strengths )
@ Goals | Cun
L1
O Sef_Direction

Date Created

1M1 3
D Emergency Back-up 212013
e — 11122013
O Signatures

'O Review

2.2.2.5 Self-Direction

Risk Information

Risk Source
Manually Enterad

InterRAl Assessment

I Mext Section I

Risk Details Actions

Test risk

By default the Self-Direction section of the Plan of Service will be blank. As this is a required
section of the POS, the user can make edits to the Self-Direction section by clicking the Edit link

as seen in the figure below.

Plan of Service — Summary Status: In Progress

Back to List

* &

@ Overview Information
© Strengths **
© Goals **

'Y

@ Risks *

O Self-Direction **

Recruit, hire and select personal assistance
providers

Dismiss personal assistance providers
Supervise personal assistance providers

Manage personal assistance providers

Independent Personal Assistance Providers

Print Submit Discard Expand All

Yes No
Yes No
Yes No
Yes No

Self-Direction Training Information

Most recent training date
Is the client pending training?

Does the participant want to receive training on how
to select, manage and dismiss attendants?

No previous training
No

Yes No

When going to the Self-Direction section all fields will be pre-populated with the answer no.
However, these answers can be modified and will not be stored in the Self-Direction section until
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the user saves the values by clicking the Save or Save & Next buttons as seen in the figure below.
When the field “Manage personal support providers” is set to Yes, a subsection will become
available to the user. When the field setting payment rate is set to Yes within this subsection,
then rate information for the service Personal Assistance Independent will be editable to
authorized users if the services is added to that specific Plan of Service. The Training Information
portion of the Self-Direction section relates directly to the MDOD Self-Direction Training module
in LTSS. The Plan of Service will pull in information from the clients most recent training date or
if the client is pending training. Also, if the client is not currently pending training, a referral for
MDOD Self-Direction Training can be made through the Plan of Service by answering Yes to the
field “Does the participant want to receive training on how to select, manage and dismiss
attendant?” When this question is answered Yes, the Plan of Service will generate a referral and
an alert to MDOD any time the specific POS is submitted for the first time. An individual POS can
generate at most one referral and alert for MDOD Self-Direction training.

Plan of Service — Self-Direction \

Cancel Save Save & Next

Self-Direction

Independent Personal Assistance Providers

Recruit, hire and select personal assistance Yes @ No

providers

Dismiss personal assistance providers Yes @ No

Supenvise personal assistance providers Yes @ No

Manage personal assistance providers a 9@ Yes No
Determine duties Yes @ No
Scheduling Yes @ No
Training Yes @ No
Evaluating performance Yes @ No
Setting payment rate Yes @ No

© When "Setting payment rate” is set to yes, authorized users will have the ability to modify rate information for the service Personal
Assistance Independent

Reviewing payment requests Yes @ No

Self-Direction Training Information

Most recent training date No previous training
Is the client pending training? No
Does the participant want to receive training on how @ Yes No

to select, manage and dismiss attendants? z
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2.2.2.6 Emergency Backup Plans

The Emergency Backup Plans section of the Plan of Service is required in order to submit the
overall POS. At least one Emergency Backup must be entered in order to submit the POS. Any
time prior to a decision being made on the Plan of Service, an Emergency Backup can be managed
by clicking the Manage link on the Emergency Backup Plans panel as seen in the figure below.

Plan of Service — Summary Status: In Progress

Back to List rint Submit Discard Expand All

@ Overview Information **
@ Strengths **

® Goals **

@ Risks ™"

® Self-Direction “*

O Emergency Backup Plans **

Primary %  Mame % | Relationship % | MA Enrolled % Provider %  Actions

Mo data available in table

After clicking the Manage link the user will be taken to the Plan of Service Emergency Back-up
page. From this page authorized users will be able to manage all aspects of emergency back-ups
within the Plan of Service. New emergency back-ups can be added by filling in the required fields
and clicking the Add Emergency Back-up button as seen in the figure below. The user can also
edit an existing Emergency Back-up by clicking the Edit link as seen in the figure below. There are
a few key features within the Emergency Back-up section. First, the user has the ability to add
either a Medicaid enrolled Emergency Backup or a Non-Medicaid enrolled Emergency Backup.
Based on the users selection for the field is Emergency Back-up Medicaid Enrolled, the form will
dynamically change the available fields that must be completed. MA Enrolled Emergency Back-
ups will be referenced against specific services in the Service section of the POS, which will be
explained in greater detail in the Service section tutorial. Another feature within the Emergency
Back-up section is the ability to add multiple phone numbers for a given Emergency Back-up by
using the Add Phone button as seen in the figure below.
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Plan of Service — Emergency Back-up

Back to Summary

| Mext Section |

Emergency Back-up

Back-up Contact Details

Would you like to set this as the Primary Back-up Contact?
[C1Set as Primary

Is Emergency Back-up Medicaid Enrolled? ™ DYes SNo

Availability: *

Phone Number(s)

Phone #1
Phone Type: * | [=]

Phane Mumber: * | Ext. | |

+ Add Phone

+ Add Emergency Back-up

O Note: It is recommended that at least three Emergency Back-ups be listed.

Current Back-ups

Primary Name  Relationship MA Enrolled Provider

No Yes ABILITIES NETWORK, INC {test)

Actions

QuickView Edit Delete

When clicking the Edit link the last saved content for that Emergency Back-up will be pulled up
for the user and will be available for modification. When selecting to edit an emergency back-up
the specific emergency back-up being edited will be highlighted and marked accordingly inside
the Current Back-ups list at the bottom of the page. While in edit mode,the user can either
choose to cancel making edits by clicking the Cancel button or can save any edits made by clicking

the Save Changes button.
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Plan of Service — Emergency Back-up m
Back to Summary Next Section |

-

Emergency Back-up

# Editing Selected ltem...

Back-up Contact Details

Would you like to set this as the Primary Back-up Contact?
[CIset a5 Primary

Is Emergency Back-up Medicaid Enrolled? ™ @Yes DONo

Provider: * ABILITIES NETWORK, INC (test) | Search |
Provider Number 555570100

Street Address 1 Test Street 1

Street Address 2

L[]

City Baltimore

State Maryland ~
Zip Code: 20103

Availability: *

test

Phone Mumber(s)

Phone #1
Phone Type: * | Home [=] =
Phone Number * 4108899700 | Ext |

+ Add Phone

~ T

B Note: It is recommended that at least three Emergency Back-ups be listed. [

Primary Name Relationship MA Enrolled Provider Actions

ABILITIES NETWORK, INC (test) # Editing...

Users will also have the ability to see a quick snapshot of information for a specific Emergency
Back-up from within the Plan of Service. In order to see this information click the Quick View link
as seen in the figure below. A pop up window will appear showing the summary information for
the specific Emergency Back-up. The user can close the pop up window by click the X in the upper
right hand corner or by Close button.

21



LTSSMaryland Plan of Service User Manual

Emergency Back-up
Back-up Contact Details
Date Created 1114/2013
Primary Back-up Contact?
Is Emergency Back-up Medicaid Enrolled? ™™ @ Yes No
Provider. ** ABILITIES NETWORK, INC (test)
Provider Number. 555570100
Street Address 1 Test Street 1
Street Address 2
City: Baltimore
State: Maryland
Zip Code. 20103
Availability: **
test
Phone
Phone #1
Phone Type: Home
Phone Number: 4108899700 Ext
[ ciose |

Users will also have the ability to Delete an Emergency Back-up from within the Plan of Service.
The deletion of an emergency back-up from within the POS will permanently remove its
reference from the specific POS. In order to delete an emergency back-up click the Delete link as
seen in the figure below. The user will then be prompted to confirm their decision. Click the Yes
button to confirm the delete or click the No button to return to the previous page.

Delete Confirmation
Are you sure you want to delete?

| I No

The user can navigate to the following section of the Plan of Service by clicking the Next Section
button as seenin the figure below. The user also has the option to navigate directly to any specific
section in the Plan of Service by using the left hand navigation as seen in the figure below.
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LTSSMaryiand FENRicolas quinones (On behall of DHUSH, dhmbadmniraton) Menu

H ] Account
fit Home A Chents S Mylists | Jdk Alets | @@ Dashboard [ Reports | B Client Details

Jonathan Smith Plan of Service — Emergency Back-up m
v AR

15110 DOB: 08131950 ‘I I

] Back 1o Sumimary Hext Section
ci t

Al Emergency Back-up

» Case Management

Back-up Contact Details

= Programs
Tosks Would you ke 1o et this as the Primary Back-up Contact?

Sat as Primany

Apphcabons

Indiidical Cos1 Newtraty .

Iz Emergency Back-up Medicaid Endolled? Yag Mo

Asseszmenl & POC

Hurse Moniorng

Levvel of Care

Plan of Senvice
Summary

& Overview information

Phene Number(s)

Phang Numbss Exd

2.2.2.7 Services

The Services section of the Plan of Service is required in order to submit the overall POS. At least
one Service must be entered in order to submit the POS. Any time prior to a decision being made
on the Plan of Service, a Service can be managed by clicking the Manage link on the Services
panel as seen in the figure below.

Plan of Service — Summary Status: In Progress

Back to List Print Submit Discard Expand All

© Overview Information **
© Strengths “*
© Goals **
© Risks **

@ Self-Direction **

AR

@ Emergency Backup Plans

© Services —Totat 1 **

POS Service Service Type Provider Name Units Frequency Rate Annual Actions
Nurse Monitoring Community First LHD - Baltimore 28 units 10 weeks $19.84 $555520 Quick View
Choice
POS Costs
Annual Waiver Plan Seices Total:  $0.00 Annual Non-Medicaid Service $0.00
Total
Annual State Plan Senices Total $0.00 :
MFP Flexible Funds Total $0.00
CFC Fixed Budget Total $5,555.20 (POS es nof include Annual Non-Medicaid Services or
CFC Flexible Budget Total $0.00 MEE
Total POS Cost: $5,555.20
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After clicking the Manage link the user will be taken to the Plan of Service - Services page. From
this page authorized users will be able to manage all aspects of services within the Plan of Service.
New services can be added by filling in the required fields and clicking the Add Service button as
seen in the figure below. The user can also edit an existing Service by clicking the Edit link as seen
in the figure below.

Plan of Service — Services Manage

Back to Summary Next Section

Services Recommended Flexible Budget: $8,336.00

Service Information

POS Senice: ™ [=]

Provider Information

Provider Name Search

Reason for Senice/Detalls

POS Sernvice Service Type Provider Hame Units Frequency Rate Annual Actions

Nurse Monitoring Community First LHD - Baltimore 28 units 10 weeks $19.84 §5.555.20
Choice

When clicking the Edit link the last saved content for that Service will be pulled up for the user
and will be available for modification. When selecting to edit a service the specific service being
edited will be highlighted and marked accordingly inside the Saved Services list at the bottom of
the page. While in edit mode,the user can either choose to cancel making edits by clicking the
Cancel button or can save any edits made by clicking the Save Changes button.
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Plan of Service — Services [ manage |
Back to Summary | Next Section

Services Recommended Flexible Budget: $8,336.00 |

# Editing Selected ltem...

Service Information
POS Sonvice: * Nurse Montoring EJ]
Serace Type Community First Choice

Frequency Type

@ Daily Weoldy Monthly Annual

m

ODaily chart can be ysed to help calculate weekly hows

Y| Use Daily Chant?

©The daily chart will accept hours and minutes for each day of the woek

Sunday 0 Hows |0 [=] Minutes Thursday 2 Hows |0 [=) Minutes
Monday 2 |Hours |0 [=] Minstes Frday 0 |Hows [0 [=] Minutes
Tuesday 3 Hows |0 [=] Minutes Saturday {0 Hours |0 [=] Minutes
Wednesday 0 Hours |0 [=] Minutes

Hours per week 7 (max value is 49)

Units 28 (max value 15 195)

How many weeks 10 (max value is 52)

Rate ($) 1934 (max value is $19.84)
Nurse Montoang will be performed avery 90 (days)

Annual Cost (S)

Provider Information
Prowder Name LHD - Baktimora | Search Clear
Prorader Number 235679201

Reason for SeraceDetads

. ¥ Save Changes ’

POS Service Service Type Provider Name Units Froguency Rate Aanual Actions

Nurse Montonng Commumty Fust LHD - Baltimoee 28 units 10 weeks $1984 $555520 # Editing...

Choice
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At the top of the Services page, the user will also see the client’s Recommended Flexible Budget.
This figure is determined by referencing the client’s latest submitted InterRAl Assessment. Each
InterRAI Assessment will produce one Resource Utilization Group (RUG) calculation and this RUG
will map to a specific category, which determines the client’s Recommended Flexible Budget.

Plan of Service — Services m
Back to Summary | Next Section |

Services Recommended Flexible Budget: $8,336.00

Service Information

POS Semice: ™ |Z||

The service that are directly linked to the Recommended Flexible Budget are Personal Assistance
Agency, Personal Assistance Independent, Personal Assistance — Shared Attendant, Home
Delivered Meals, and Items that substitute for human assistance. Within the POS Service
dropdown these service are separated from the other services in order to call out this connection
as can be seen in the figure below.

Plan of Service — Services m

Back to Summary | Next Section |

Services Recommended Flexible Budget: $8,336.00

Service Information

POS Senice: * [=]

Provider Information Flexible Budget Services
Personal Assistance Agency

Personal Assistance Independent
Personal Assistance — Shared Attendant
Home Delivered Meals

ltems that substitute for human assistance

Provider Name:

m

Reason for Service/Details:

Assisted Living Level 2 w/ AMDC
Assisted Living Level 2 w/o AMDC
Assisted Living Level 3 w/ AMDC
Assisted Living Level 3 w/o AMDC
Behavioral Health Consultation 7
Consumer Training

Dentist Visit

Dialysis

Dietitian and Mutritionist Services
Disposable Medical Supplies
Durable Medical Equipment

ey WO =0T N Al i PO SE AN Omancidoniopener —
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Each individual POS Service has associated Frequency Types available for the input of service
data. For example, the POS Service Dentist Visit has Frequency Type options of Weekly, Monthly
and Annual. The selection of a specific Frequency Type will drive the additional fields within the
Frequency Type section as well as the max values allowable for each field. An example would be
that for Dentist Visit if Frequency Type Weekly is selected the user must specify the following:
Days per week (max value is 7), How many weeks (max value is 52) and Rate (max value is $1,000).
By inputting each individual component LTSS will calculate the Annual Cost field for that service.

Services Recommended Flexible Budget: $8,336.00

Service Information

POS Senice: * Dentist Visit [=]
Senvice Type State Plan Senice
Frequency Type
@ Weekly © Monthly @ Annual
Days per week: 0 (max value is 7)
How many weeks: 0 (max value is 52)
Rate (5): 0.00 (max value is $1,000.00)
Annual Cost (5) 0.00

Another unique feature related to Frequency Type for specific services is the ability to use the
Daily Chart. When available, by clicking the checkbox for Use Daily Chart as seen in the figure
below, the user will be able to enter the number of hours and minutes they plan to provide for
each specific day in the week and LTSS will calculate the Hours per week for that service by taking
the sum of all the hours for each individual day in the Daily Chart. Once again, there will be default
and maximum values allowable based on the Frequency Type selected for the service.
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Services Recommended Flexible Budget: $8,336.00

Service Information

POS Senice: * | Personal Assistance Agency E|
Senice Type: Community First Choice
Frequency Type

@ Daily © Weekly © Manthly © Annual

@ Daily chart can be used to help calculate weekly hours.

Use Daily Chart?

@ The daily chart will accept hours and minutes for each day of the week.

Sunday: El Hours |0 Minutes Thursday: El Hours |0 Minutes
Monday: El Hours Minutes Friday: El Hours 0 Minutes
Tuesday: El Hours |0 [=]| Minutes Saturday- El Hours |0 [=]| Minutes

Wednesday: El Hours

Hours per week: I:l (max value is 84)
Units: I:l (max value is 336)
How many weeks: I:l (max value is 52)

Rate (5): 312 (max value is $3.12)

Minutes

Annual Cost () 0.00

For the POS Service Personal Assistance Independent — Share Attendant, LTSS provided the ability
to make a reference to another client in LTSS that the specific client will be sharing the service
with. In order identify the client to share the service, the user can use the search functionality
which will allow them to search for any client in LTSS. After finding the client and selecting, that
clients Client ID will be displayed and a link will be provided that will take the user to that clients
Client Summary page as seen in the figure below.

Services Recommended Flexible Budget: $8,336.00

Service Information

POS Senice. * Personal Assistance — Shared Attendant [+

Semice Type Community First Choice

Client Shanng this Senice ™ Griffin Robert Search Clear
~ 8190110R005110 Client Summary

LI?H:Y:} 281301 "—”—-‘-——“'K
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Users will now also have the ability to add MFP Flexible Fund services through the Plan of Service
as seen in the figure below. In order to have the ability to add MFP Flexible Fund service in the
Plan of Service the client must be MFP Eligible as determined through the client’s latest
submitted MFP Questionnaire.

Plan of Service — Services m

Back to Summary | Next Section ‘

-

Services Recommended Flexible Budget: $8,336.00 0

Service Information

POS Senice: * | MFP Flexible Funds [=]]

Service Type: * MFP

Specify: |Z|

Frequency Type Accessipility E_quipment
Companion Animal

@ One-Time Purchase Groceries

Home Repairs

Non-Medical Transportation for Community Integration
Description for one-time sernvice: Non-Medical Transportation to Secure Housing
Nutritional Supplements

OTC Medication

Other

Pest Eradication

Pet Supplies

Rehabilitation Equipment

m

Transition services will also be managed through the Plan of Service. Users can add transition
service to any Plan of Service as seen in the figure below.

Plan of Service — Services m

Back to Summary | Next Section |

-

Services Recommended Flexible Budget: $8,336.00 I

Service Information

POS Senice: * |Transition Semnices |Z||
Senice Type: * Community First Choice
Specify: ' |Z||
Frequency Type Funds to obtain housing

Funds to secure essential utilities
@ One-Time Purchase Funds for basic furniture

Funds for small appliances or other approved appliances
Funds for essential personal or household items
Description for one-time semvice: Funds for transition related transportation

| Other

m
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A Plan of Service will only allow for the service Nurse Monitoring to be added to an individual
Plan of Service one time. If a user attempts to add this service more than once they will receive
an error message as indicated in the screenshot below.

X

Error: Murse Monitoring cannot be added to a Plan

of Service more than one time.

Users will also have the ability to see a quick snapshot of information for a specific Service from
within the Plan of Service. In order to see this information click the Quick View link as seen in the
figure below. A pop up window will appear showing the summary information for the specific
Service. The user can close the pop up window by click the X in the upper right hand corner or by
clicking the Close button.

Senice
Service Information

POS Service: ™" MNurse Manit oring

Service Type: ** Community First Choice

Frequency Type

@ Daily Weekly Monthity Annua

O Dally chart can be used 1o help calculate weekly hours

Use Daly Chart?

O The daiy chart will atcept hours and minules for each day of the week

Sunday Thursday

o Hours Minutes 0 2 Hours Kinutes 0
Monday Friday

2 Hours  Minutes 0 o Hours  Minutes 0
Tuesday Saturday

3 Hours  Minutes 0 o Hours  Minutes 0
Wednesday

o Hours  Minutes 0

Hours per week T (max value is 49)

Units 28 (max value ts 196)

How many weeks 10 (max value is 52)

Ratle (5) 1984 (max value is 510.84)
Hurse Monitoring will be performed every a0 (days)
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Users will also have the ability to Delete a Service from within the Plan of Service. The deletion
of a Service from within the POS will permanently remove its reference from the specific POS. In
order to delete a service click the Delete link as seen in the figure below. The user will then be
prompted to confirm their decision. Click the Yes button to confirm the delete or click the No
button to return to the previous page.

Delete Confirmation

Do you want to delete?

| |

Specific services within the Plan of Service will also have the Emergency Back-ups section. This
section pulls from the Emergency Back-up section of the same Plan of Service, but only the MA
Enrolled Emergency Back-ups. For these services, all MA Enrolled Emergency Backups listed will
have the ability to call in and bill for the service through the ISAS system.

Plan of Service — Services m
Back to Summary
Services Recommended Flexible Budget: $8,336.00 B
Service Information
POS Senvice: * |F‘ersnna| Assistance Agency E‘

Senvice Type: ™ Community First Choice

Emergency Back-ups
@note: All Medicaid enrolled emergency back-ups will have the ability to bill for the semvice through ISAS.

ABILITIES NETWORK, INC (test) (555570100)

Each service in the POS has an associated Service Type. Each time a service is saved in the POS,
the associated Annual Cost will be added to its respective category inside the POS Costs section
located at the bottom of the Services page. LTSS will also calculate the Total POS Cost by taking
the sum of the Annual Waiver Plan Services Total, Annual State Plan Services Total, CFC Fixed
Budget Total and CFC Flexible Budget Total. Based on the Total POS Cost, LTSS will give users an
indication of whether or not the specific Plan of Service has gone over the predetermined cost
cap for the fiscal year for a POS with Program Type = CO. For an ICS Plan of Service a POS will be
determined to be within Cost Neutrality by comparing the Total POS Cost to the Individual Cost
Neutrality Cap set for the individual.

31



LTSSMaryland Plan of Service User Manual

POS Service Service Type Provider Name Units Frequency Rate Annual Actions

Personal Assistance Community First HOLLY HILL MANOR INC 20 units 10 weeks 5312 $624.00 Quick View

Agency Choice (test) Edit
Delete

Cost of Flexible Services: $624.00
I ——

Other Community Service 1 hour 10 weeks $100.00 $1,000.00
MFP Flexible Funds MFP 1 item (NAA) 510000 510000 Quick View
(Accessibility Equipment) Edit
Delete
Transportation State Plan Service 1day perweek 22 weeks 510000 $2.20000 QuickView
it
Assisted Living Level 2w/ Waiver Senice Assisted Living Facility 3 days perweek 20 weeks $4283 $256980 Quick View
AMDC Baltimore 1 Edit
Delete
Nurse Monitoring Community First LHD - Baltimore 28 units 10 weeks 519.84  $5.555.20 Quick View
Choice f

POS Costs

Annual Waiver Plan Services Total:  $2 569 80 Annual Non-Medicaid Senice $1.000.00

Total:
Annual State Plan Services Total:  $2,200.00

MFP Flexible Funds Total: §100.0

CFC Fixed Budget Tatal: $5.656.20
CFC Flexible Budgst Total: $624.00
Total POS Cost: $10,949.00

The user can navigate to the following section of the Plan of Service by clicking the Next Section
button as seen in the figure below. The user also has the option to navigate directly to any specific
section in the Plan of Service by using the left hand navigation as seen in the figure below.

LTSSMaryland . Menu  Account

£} Home | 24 Clients = MylLists | A Alers | @ Dashboard | B Reports = @& Client Details

Jonathan Smith Plan of Service — Services
P 1D 28300110J1158
MFP Eligitle: ¥ |

0 DOB: 0813/1950 “
2013) Back to Summary Next Section

Services

+ Client

ed Flexible Budget: $8,336.00

k Case Management

Service Information

POS Senice: * [+

Provider Information

Indrvidual Cost Neutrality P

Hami Search
Assessment & POC

Mursa Moniforing Reason for Senice/Details

+ Ad

O Emergency Back-up
B Services

0 Sgmatures POS Service Service Type Provider Hame Units. Frequency Rate Annual Actions

Personal Assistance Community First HOLLY HILL MANOR INC 20 units 10 weeks 5312 $624.00  QuickView
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2.2.2.8 Signatures

The Signatures list within a specific Plan of Service will contain a list of all of the unique Providers
associated to Services within that POS. All Medicaid Enrolled and Non-Medicaid Enrolled
Emergency Backups from the Emergency Backup section of the Plan of Service will also appear in
the Signatures list of the Plan of Service. It will also contain the name of the individual client and
the clients assigned support planner. Authorized users will have the ability to manage the
Signatures section of the Plan of Service at any time. Signature are not required in order to submit
or have a decision made on the POS. To make updates to Signature information inside the POS,
click the Manage link on the Signatures panel as seen in the figure below.

Plan of Service — Summary Status: In Progress

Back to List Print Submit Discard Expand All

© Overview Information **
& Strengths **
© Goals “*

© Risks **

© Self-Direction ™"

© Emergency Backup Plans °

® Services — Tolal 6 ~

O Signatures

Type Name Service Signature Name Signature Date
Provider LHD - Baltimore (235679201) Nurse Monitoring .

Provider HOLLY HILL MAMOR INC (test) (186102600) Personal Assistance Agency

Provider Assisted Living Facility Baltimore 1 (555510100) Assisted Living Level 2 w/ AMDC

Emergency Backup  ABILITIES NETWORK, INC (test) (555570100)

Client Jonathan Smith

Support Planner Unknown Support Planner

After clicking the Manage link the user will be taken to the Plan of Service Signatures page. From
this page authorized users will be able to manage all aspects of Signatures within the Plan of
Service. A Signature can be managed by clicking the Sign link as seen in the figure below.
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Plan of Service — Signatures | Manage |
Back to Summary | Next Section |

Signatures

O llote: Please select signature below to sign, edit or retract signature.

Type Name Service :ifr::t"m g:?!:ahne Actions
Provider LHD - Baltimore {235679201) Nurse Monitofing —
Provider HOLLY HILL MANOR INC (test) (186102600) Personal Assistance Agency Sign
Provider Assisted Lning Facility Baltimore 1 Assisted Living Level 2 w/ Sign
(555510100) AMDC

Emergency ABILITIES NETWORK, INC (test) Sign
Backup (555570100)

Client Jonathan Smith Sian

Support Planner  Unknown Support Planner

2]
=]

When clicking the Sign link the user will have the ability to enter a Signature Name and Signature.
When selecting to edit a signature the specific signature being edited will be highlighted and
marked accordingly inside the Current Signatures list at the bottom of the page. While in edit
mode, the user can either choose to cancel making edits by clicking the Cancel button or can save
by clicking the Add Signature button in the event the Signature Name and Signature Date has
not been captured yet.

Signatures

# Signing Selected ltem...

Sign Signature

Type Provider
Name: LHD - Baltimore (235679201)
Semice: MNurse Monitaring

Signature Name: ® || |

Signature Date: * |

e oo [ s R

- Signature Signature .
Type Name Service e Date Actions

LHD - Baltimore (235679201) Nurse Monitoring # Signing...

Provider HOLLY HILL MANOR INC (test) (186102600) Personal Assistance Agency
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After signature information has been entered the user will have the ability to Edit signature
information by clicking the Edit link as seen in the figure below.

O ote: Please select signature below to sign, edit or retract signature.

Signature Signature

Type Name Service T T5- Actions
Provider LHD - Baltimore (236679201) Nurse Monitoring Frank Thomas 11/05/2013 ‘

LRI
Provider HOLLY HILL MANOR INC (test) (186102600) Personal Assistance Agency Sign
Provider Assisted Living Facility Baltimaore 1 Assisted Living Level 2 w/ Sian

(555510100) AMDC

Emergency ABILITIES NETWORK, INC (test) Sign
Backup (555570100)
Client Jonathan Smith Sign

Support Planner  Unknown Support Planner

R
=

When clicking the Edit link for an entry whose Signature has already been captured the user will
be able to edit both the Signature Name and the Signature Date. At any point the user can choose
to cancel the edits by clicking the Cancel button or save any changes by clicking the Edit Signature
button as seen in the figure below.

Signatures

# Editing Selected Item...

Edit Signature

Type Provider

MName: LHD - Baltimore (235679201)
Senice: Nurse Monitoring

x

Signature Name Frank Thomas |

Signature Date: * 11/05/2013 |

~— e e

Signature Signature

Type Name Service e Daie

Actions

LHD - Baltimore (235679201) Nurse Monitoring Frank Thomas 11/05/2013 # Editing...

After signature information has been entered the user will have the ability to Retract signature
information by clicking the Retract link as seen in the figure below.
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O Note: Please select signature below to sign. edit or retract signature.

Type Name Service Sgnature. - Slonature  pctions
Provider LHD - Baltimore (235679201) Nurse Monitoring Frank Thomas 11/05/2013 il
[

Provider HOLLY HILL MANOR INC {test) (186102600) Personal Assistance Agency Sign

Provider Assisted Living Facility Baltimore 1 Assisted Living Level 2 w/ Sign
(555510100) AMDC

Emergency ABILITIES NETWORK, INC (test) Sign

Backup (5655570100)

Client Jonathan Smith Sign

Support Planner  Unknown Support Planner Sign

When clicking the Retract link for an entry whose Signature has already been captured the user
will be able to retract the entire signature, which essentially acts as a deletion of that signature.
At any point the user can choose to cancel the retraction by clicking the Cancel button or proceed
with the retraction by clicking the Retract button as seen in the figure below.

Signatures

# Retracting Selected Iltem...

Retract This Signature?

Type Provider
MName: LHD - Baltimore (235679201)
Senices: Nurse Monitoring

Signature Name Frank Thomas

Signature Date: 11/05/2013

~men

Signature Signature

Name Date ACIES

Type Name Service

LHD - Baltimore (235679201) Nurse Monitoring Frank Thomas 11/05/2013 &

Retracting...
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The user can navigate to the following section of the Plan of Service by clicking the Next Section
button as seen in the figure below. The user also has the option to navigate directly to any specific
section in the Plan of Service by using the left hand navigation as seen in the figure below.

LTSSMaryland ttl\ni B T — e

OHMH Account

G} Home = XA Chents IS MyLists | A Alerts | @ Dashboard [ Reports @i Client Details

Jonathan Smith Flan of Service — Signatures Manage ‘
* |D: 28390110J115110 DOB: 08M 1950 \
MFP Eligidle: Y (11/14/2013) Backto Symmary HNext Section
{l t

» Case Management

O Note: Please select signature below to sign, edit or retract signature
~ Programs.
Tasks
Applications
Individual Cost Meutrality ETr e
Ansemamant £ POC Type Name Service e e Actions.
Hurse Monitoring Provider LHD - Battimors (235679201 Hurse Monitoring Frank Thomas 11/05/2013 Edit
Level of Care |
Plan of Service Provider HOLLY HILL MANOR INC (test) (186102600) Personal Assistance Agency gSign
e Providar Assisted Living Lavel 2 w Sian
AMDE
& Overview In
@ strengths Emergency Sign
Backup
Client
Support Planner  Unknawn Support Plannes gign

2.2.2.9 Review

The Review section of the Plan of Service summarizes both content within the specific Plan of
Service and also information relating to other modules in LTSS for the client. As this is a required
section of the POS, the user can make edits to the Review section by clicking the Edit link as seen
in the figure below.

Plan of Service — Summary Status: In Progress

Back to List Print Submit Discard Expand All

© Overview Information **

© Strengths *“*
© Goals **

@ Risks

%2

© Self-Direction
an

© Emergency Backup Plans

© Services — Totai: 6

@ Signatures

O Review **

Plan of Service y Information
Client Currently Enrollad? Mo Personal interest(s) and goal(s) Yes
Mest Recent InterRAl Submit 1122013 iz

ate: Provider names entered? Yes
POC Submit Date: 11/12/2013 Senices within waiver cost cap? Yes
POC Status Submittad Senvices under 125% of waiver Yes
LOC Effective Date: 111272013 Eusttang
Back-up Plan entered? Yes Participant signature captured? No

Flexible Budget within the No (§1,648.00)
recommended budget?

Plan of Service Review Information

Does the POS meet the participant’s health and Yes No
safsty needs?

Was additional information captured to support a Yes @ No
higher flexible budget?

Additional Information
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The Review section displays a summary of information about the client and the specific Plan of
Service. A critical piece of information in this section related to the field “Flexible Budget within
the recommended budget?” This field will give users an indiciation of whether the cost of the
Flexible Budget Services within the Plan of Service exceeded the Recommended Flexible Budget.
If the answer to the question is No, LTSS will display the amount that the actual cost went over
the Recommended Flexible Budget. Also, when the actual Flexible Budget Cost exceeds the
Recommended Flexible Budget, users will be required to identify whether additional information
was captured to support a higher flexible budget and enter additional comments.

Plan of Service — Review Edit

~[ ]

Plan of Service Summary Information

Client Curently Enrolled? No Personal interest(s) and goal(s) Yes
Most Recent InterRAI Submit 11112/2013 Ekeredy

Date Provider names entered? Yes
POC Submit Date 11/12/2013 Senices within waiver cost cap? Yes
POC Status Submitted Senices under 125% of waiver Yes
LOC Efiective Date 11/12/2013 cost cap?

Back-up Plan entered? Yes Participant Signature Captured? Mo

Flexible Budget within the Mo ($1,648.00)

recommended budget?

Plan of Service Review Information

Does the POS meet the participant’s health and @ Yes Mo
safety needs?

Was additional information captured to support a Yes @ Mo
higher flexible budget?

Additional Information

2.2.2.10 Decision and Clarification Requests

The Decision and Clarification Requests section of the Plan of Service gives a snapshot of the POS
Status, and when a decision is made on the specific POS it will store the name of the user that
made the decision, the decision date and any decision comments entered by the person who
made the decision. It also contains a history of all Clarification Requests sent and comments for
that specific Plan of Service.
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Plan of Service — Summary Status: Denied

Back to List Print Revise

Expand All
& Overview Information **

& Strengths **

a Goals ™

& Risks “*

& Self-Direction **

& Emergency Backup Plans **

& Services
O Signatures
& Review “*

& Decision and Clarification Requests

Plan of Service Decision

POS Status: Denied
Decision Staff Name: dhmhadministrator1 DHMH
Decision Date: 11/15/2013

Decision Comments:

Mot sufficient infarmation

2.2.2.11 Workflow History

The Workflow History section of the Plan of Service will show authorized users the complete
audit trail for that Plan of Service, which include information on major actions taken as well as
information on the users that took those actions and comments entered. This section of the
Plan of Service is only available to authorized users for DHMH.

& Workflow History

Action By ¢ | Date £ | From Status £ | To Status ¢ | Comment e
Deny DHMH, dhmhadministrator1 11/158/2013  Pending POS Unit Decision Denied Mot sufficient information
Submit DHMH, dhmhadministratort 11/15/2013  Pending Lead Review Pending POS Unit Decision

Submit DHMH, dhmhadministratort 11/15/2013  In Progress Pending Lead Review

2.2.2.12 Discard Plan of Service
Authorized user also have the ability to discard an entire Plan of Service by clicking the Discard
button as seen in the figure below. A Plan of Service can be discarded at any time prior to a

decision being made on the Plan of Service. The users capable of discarding a Plan of Service will
be dependent on the Status of the overall Plan of Service.
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Plan of Service — Summary Status: In Progress

Back to List Print Submit Expand All

© Overview Information *

*

® Strengths *

E

@ Goals
@ Risks **

& &

@ Self-Direction

@ Emergency Backup Plans “*

© Services — Total: 6 "
@ Signatures

& Review ™~

i Decision and Clarification Requests

& Workflow History

2.2.2.13 Submit Plan of Service for Lead Review

When all required sections/fields within the Plan of Service have been completed the user can
submit the Plan of Service by clicking the Submit button as seen in the figure below. This will take
the Plan of Service from a Status of In Progress to Pending Lead Review. Also, when submitted
an alert will be generated to the Supervisor of the client’s assigned Support Planner as indicated
in the Support Planners Staff Profile.

Plan of Service — Summary Status: In Progress (

Back to List Print Discard Expand All

*&

@ Overview Information
@ Strengths **

® Goals **

® Risks ™

@ Self-Direction **

©® Emergency Backup Plans **
© Services — Total: 6 ™~

@ Signatures

ik

® Review

& Decision and Clarification Requests

& Workflow History
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In the event a user tries to submit the Plan of Service without entering all of the required to
submit information, LTSS will provide an error message at the bottom of the page informing the
user what information is missing. The error message will vary based on what piece(s) of
information are missing from the Plan of Service.

Plan of Service — Summary Status: In Progress

Back to List Print Submit Discard Expand All

©® Overview Information **

© Strengths **

@ Goals **

@ Risks “*

© Self-Direction **

O Emergency Backup Plans “*
© Services — Total: 6

@ Signatures

@ Review ™™

& Decision and Clarification Requests

X
Emor: Emergency Back-up Section - At least one
emergency back-up plan is required in order to
submit a plan of senvice for lead decision.

2.2.3 Plan of Service Pending Lead Review

When a Plan of Service is in a Status of Pending Lead Review all authorized user will have the
same capability and functionality that was available when the Plan of Service was In Progress.
The major difference is that users with the role of SPA Support Planner will no longer have access
to make edits to the Plan of Service, except for in the Signatures section.

Plan of Service — Summary ] Status: Pending Lead Review | fammn

Back to List Print Submit Discard Clarification Request Expand All

&k

@ Overview Information
® Strengths **

@ Goals ™"

@ Risks **

® Self-Direction **

Y

© Emergency Backup Plans

® Services — Totak 6 ™

@ Signatures

k&

© Review

i Decision and Clarification Requests
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Once the Lead Review is completed any authorized user will have the ability to submit the Plan
of Serivce by clicking the Submit button as seen in the figure below. Submitting the Plan of Service
while in a Status of Pending Lead Review will send an alert to the clients assigned POS Unit Staff
and change the Plan of Service Status to Pending POS Unit Decision.

Plan of Service — SummaryIStatus Pending Lead Review I *- t

Back to List Print Submit Discard Clarification Request Expand All

@ Overview Information ™"

&k

@ Strengths

A&

@ Goals

® Risks “*

ey

@ Self-Direction
© Emergency Backup Plans **
© Services — Total- 6 "

@ Signatures

© Review **

i Decision and Clarification Requests

2.2.4 C(larification Request on Plan of Service

Authorized users will have the ability to submit a clarification request by clicking the Clarification
Request button as seen in the figure below. The clarification request functionality can be used
when a Plan of Service is in a Status of Pending Lead Review or Pending POS Unit Decision. In
order to submit a clarification request the user will be prompted to enter a reason for the
clarification request. After entering a reason click the Yes button to submit the clarification
request or click the No button to cancel the clarification request.

Clarification Request

Reason: ™
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All submitted reasons for a clarification request will be stored in the Clarification Requests table
within the Decision and Clarification Requests section of the Plan of Service as seen in the figure
below. Each time a clarification request is submitted the name of the user, date and comment
will be stored in the table.

Plan of Service — Summary Status: In Progress

Back to List Print Submit Discard Expand All

© Overview Information *™*

© Strengths *™*

© Goals **

@ Risks **

@ Self-Direction **

© Emergency Backup Plans **
© Services — Total: 6 ™

@ Signatures

© Review **

A Decision and Clarification Requests

Plan of Service Decision

Mo decision has been made yet

Clarification Requests
Name < Date < Comment &

aaaadministrator! Baltimore 11/15/2013 Not enough information related to senices

2.2.5 Plan of Service Pending POS Unit Decision

When a Plan of Service is in a Status of Pending POS Unit Decision all authorized user will have
the same capability and functionality that was available when the Plan of Service was In Progress
and Pending Lead Review. The major difference is that users with the role of SPA Administrator,
SPA Supervisor and SPA Support Planner will no longer have access to make edits to the Plan of
Service.

Plan of Service — SurnmaryIS:atus Pending POS Unit Decisionl‘-—"

Back to List Print Clarification Request Discard Approve Deny Expand All

© Overview Information **

® Strengths **
© Goals **

© Risks **

© Self-Direction **

© Emergency Backup Plans **
© Services —Total: 6 "

@ Signatures

© Review **

& Decision and Clarification Requests

& Workflow History
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2.2.6 Plan of Service Decisions

Once the POS Unit Review is completed any authorized user will have the ability to make a
decision on the Plan of Service by clicking either the Approve button or Deny button as seen in
the figure below.

Plan of Service — Summary Status: Pending POS Unit Decision \

Back to List Print Clarification Request Discard I Approve I Deny Expand All

&

@ Overview Information ™

® Strengths **

© Goals ™
© Risks ™

© Self-Direction **

©® Emergency Backup Plans **
@ Services —Total 6

@ Signatures

© Review ™
a Decision and Clarification Requests

& Workflow History

When making a decision on a Plan of Service the user will be prompted to enter comments and
confirm their decision as seen in the figure below.

Decision Confirmation

Reason: *
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If the user chooses to Deny the Plan of Service, the Status will change to Denied as seen in the
figure below. A Denied Plan of Service can be revised in order to make a copy and do any updates
necessary in order to take the new Plan of Service back through the decision process. The Revise
functionality will be discussed in greater detail in the Revise Plan of Service tutorial in this manual.

Plan of Service — Summary d—

Back to List Print Revise Expand All

AR

& Overview Information

& Strengths **

4 Goals **
& Risks **
& Self-Direction **

ak

& Emergency Backup Plans
a Services "
O Signatures
& Review "

& Decision and Clarification Requests

& Workflow History

If the user chooses to Approve the Plan of Service with POS Type set as Provisional, the Status
will change to Approved for Provisional as seen in the figure below. An Approved for Provisional
Plan of Service can be both revised and can go through a conversion process to turn the
Provisional Plan of Service in to an Initial, Annual or Revised. The conversion process for a
Provisional POS will be discussed in the Convert Provisional Plan of Service tutorial of this manual.

Plan of Service — Summary |Status: Approved for Provisional |«

Back to List Print Revise Submit Expand All

an

@ Overview Information
& Strengths “*

a Goals **

a Risks **

a Self-Direction “*

& Emergency Backup Plans "
© Services — Total 6 "

@ Signatures

-

A Review

8 Decision and Clarification Requests

8 Workflow History
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If the user chooses to Approve the Plan of Service with POS Type set as Initial, Annual or Revised,
the Status will change to Approved as seen in the figure below. An Approved Plan of Service can
be revised in order to make a copy and do any updates necessary in order to take the new Plan
of Service back through the decision process. The Revise functionality will be discussed in greater

detail in the Revise Plan of Service tutorial in this manual.

Plan of Service — Summary | Status: Approved | =

Overview Information ~

Strengths -
Goals -

Risks
Self-Direction -

Emergency Backup Plans

Services -
Signatures
Review **

Decision

2.2.7 Converting a Provisional Plan of Service

Rewvise Expand All

In order to convert a Provisional Plan of Service, the Plan of Serivce must be in a status of
Approved for Provisional. When in this status authorized users will only have access to edit a few
select fields that were not previously required when doing a Provisional Plan of Service. In order
to start the conversion process click the Edit link on the Overview Information panel in order to

change the POS Type as seen in the figure below.

Plan of Service — Summary Status: Approved for Provisional

Back to List

@ Overview Information

Print Revise Submit Expand 4

General Information

Client Name
Guardian of Person
MA#

Jenathan Smith Current Address Test Street 1, Baltimore 20103

Barbara Smith DOB 08/13/1950

33333333333 Client's Cumrent Support Planning AAA - Baltimore County Dept. of
Agency Aging

Overview
Client is enrolled in
Program Type
POS Type
Created Date

POS Effective Date

Mot currently enrolled

9]

‘ Provisional
111272013
01/01/2014
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While in Edit mode of the Overview Information section authorized users will be able to change

the POS Type and can then enter an Address to Receive Services for the client, which was

previously not required when completing a Provisional Plan of Service. After completing the

changes click the Save button in order to start the conversion process of the Provisional Plan of

Service as seen in the figure below.

Plan of Service — Overview

Cancel

3
]

Overview Information

General Information

Narrative

Address Type

Full Address

Address to Receive Services

Client Name Jonathan Smith Current Address Test Street 1, Baltimore 20103
Guardian of Person Barbara Smith DOB 08/13/1950
MAZ 33333333333 Client's Current Support Planning AAA - Baltimore County Dept. of
Agency Aging

Overview
Client is enrolled in Not currently enrolled
Program Type: * co
POS Type: * ‘F’rovisional = &~
Created Date Initial

- Revised
POS Effective Date AR,

Provisional

Nursing Facility - CATONSVILLE COMFORT CARE CENTER (test) - Test St 3

Test Street 1, Baltimore 20103

Home Type
Home Setting

Lives With Family

Guardian of Person

Is setting chosen by the participant?

Congregate
Alternative Living Unit
No

Yes

Barbara Smith

After changing POS Type from Provisional to another POS Type, another piece of information that

will be required to complete the conversion process is entering provider information for services

that require providers based on service type. To enter provider information for services the user

must go to the manage services page by clicking the Manage link on the Services panel as seen

in the figure below.
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Plan of Service — Summary Status: Approved for Provisional

Back to List Print Revise Submit Expand All

© Overview Information **

@ Strengths **

ok

& Goals
A Risks "
@ Self-Direction **

& Emergency Backup Plans **

@ Services —Total: 6 "

POS Service Service Type Provider Name Units Frequency Rate Annual Actions
Personal Assistance Agency Community First HOLLY HILL MANOR INC 80 units 40 weeks $3.12 $9984.00 CQuickView
Choice (test)

Cost of Flexible Services: 39954.00
Other Community Service 1 hour 10 weeks $100.00 3$1.000.00

MFP Flexible Funds MFP 1 item (MiA) $100.00 3$100.00
(Accessibility Equipment)

Transpartation State Plan Senice 1 day per week 22 weeks $100.00 35220000 QuickView

Assisted Living Level 2 w/ Waiver Senvice Assisted Living Facility 3 days perweek 20 weeks 54283 32569380  QuickView

AMDC Baltimore 1

Murse Monitoring Community First LHD - Baltimore 28 units 10 weeks $19.84 3555520 QuickView
Choice

Once the user has completed entering the required information necessary to change a
Provisional Plan of Service into another POS Type, the user can submit their changes to convert
the Approved for Provisional Plan of Service into an Approved Plan of Service by clicking the
Submit button as seen in the figure below. After completing the conversion, that Plan of Service
can be considered active if the current system date is greater than or equal to that Plan of
Services POS Effective Date.

Plan of Service — Summary Status: Approved for Provisional
—
Back to List Print Revise Submit Expand All

i

@ Overview Information
& Strengths **
a Goals “*
a Risks “*
a Self-Direction **

ik

& Emergency Backup Plans
@ Services —Totat 6 "
@ Signatures

a Review ™

A Decision and Clarification Requests

A Workflow History
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2.2.8 Print Plan of Service

Authorized users will have the capability to generate a customized print of the Plan of Service by
clicking the Print link from the Plan of Service List page as seen in the figure below. When clicking
this link a new table will open in the users browser and a PDF will be generated of the selected
Plan of Service.

Plan of Service — List

Add POS
Program Type & | Date Created < POSType < POSCosts & | CostHeutrality Limit %  Effective Date < End Date 2 Stas % | Active 3 Actions {
co 11152013 nitial $9,360.00 11/15/2013 11152013 Denied® Inactive  view F-'-:-.I:-._;
co 1112/2013 nitial $20,309.00 01/01/2014 Approved for Provisional Inactive Vigw Revse Prinf

Users will also have the ability to print the Plan of Service from the Plan of Service Summary page
as seen in the figure below.

Plan of Service — Summary Status: Denied

Back to List \ Revise Expand All

&k

& Overview Information

hk

i Strengths
@ Goals ™
@ Risks ™™

& Self-Direction **

&

& Emergency Backup Plans **

AR

& Services
O Signatures

& Review **

@ Decision and Clarification Requests

s Workflow History

2.2.9 Revise Plan of Service

The ability to revise a plan of service will be available to all Plans of Service that have a Status of
Approved, Approved for Provisional and Denied as long as the client does not have an In Progress,
Pending Lead Review or Pending POS Unit Decision Plan of Service. A Plan of Service can be
revised by clicking the Revise link from the Plan of Service List page or the Plan of Service
Summary page as seen in the figure below. When revising a Plan of Service the user will be
prompted to confirm their decision.
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Revise Confirmation x

Are you sure you want to revise this plan of
sernvice?

Yes Ho

After choosing to Revise a Plan of Service, that Plan of Service will enter a Status of In Progress.
All manually entered information from the original Plan of Service will be copied in to the new
Plan of Service. All information that is pre-populated or pulled from other parts of the LTSS
system, as is done when creating a new Plan of Service will continue to be done for the Revised
Plan of Service. The user will then have the capability to manage all sections of the Plan of Service.

Plan of Service — Summary | Status: In Progress

Back to List Print Submit Discard Expand All

@ Overview Information **

© Strengths **

© Goals ™™

© Risks ™

© Self-Direction **

© Emergency Backup Plans “*
© Services — Total: 1 **

O Signatures

© Review **

& Decision and Clarification Requests

& Workflow History

A revised plan of senice has been

50



LTSSMaryland Plan of Service User Manual

2.2.9.1 Auto-Approval Process for Plan of Service

When a Plan of Serice is revised, the user will have full edit capability. Based on the changes made
in the revised Plan of Service, LTSS will determine if that Plan of Service must go back through
the normal review and decision process or if an automatic Approval can occur. For an automatic
approval to occur all of the rules detailed below must be fulfilled:

1. The Plan of Service selected for revision must be in a status of Approved for Provisional
or Approved.

No change in frequency for any service in the Plan of Service

No change in Total POS Cost Neutrality

No change in MFP Flexible Funds Total or no new or removed MFP Flexible Fund service

In Review Section of Plan of Service, the field “Does the POS meet the participant’s health
and safety needs?” = Yes

v AW

6. No Change in Program Type association on the Plan of Service between the original and
revised Plan of Service

*Note: If any of the above conditions are not satisfied or if the user chooses to Revise a Denied
Plan of Service, that revised Plan of Service must always go through the normal review and
decision process. Also, if a Plan of Service is Revised and the POS Type is changed to Provisional
an automatic approval can still occur, but the Status will become Approved for Provisional and
not Approved as Provisional Plans of Service cannot be considered Approved or Active.

2.2.10 Active vs. Inactive Plan of Service

A client can have at most one Active Plan of Service at a time across all waiver/program types.
LTSS will determine the Active Plan of Service by finding the clients most recent Plan of Service
with a Status of Approved where the current system date is greater than or equal to the POS
Effective Date and less than or equal to the POS End Date. The only exception to this rule is if the
clients Active Plan of Service has been manually inactiviated, which will be discussed in detail in
the Inactivate a Plan of Service tutorial in this manual.

Note: Provisional and Denied Plans of Service can never be considered Active.

Plan of Service — List
Add POS
Program Typeé ¢ | Date Created & POSType & POSCosts & CostNeutrality Limit & | EMective Date & | EndDate & | Status & Active % | Actions

co 11152013 Revised  §9,360.00 1115/2013 Approved oW Reuse Inactats

co 11/15/2013 nitial $9.360.00 1171542013 1171152013 Denied@ Inactive

Co 1171272013 nitial 520.309.00 01/01/2014 Approved for Provisional  Inactive iew Rewise Prind
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2.2.11 Inactivate a Plan of Service

LTSS also provides authorized users the ability to manually Inactivate a Plan of Service. Only an
Active Plan of Service can be manually inactivated by clicking the Inactivate link as seen in the
figure below. The user will then be prompted to enter comments and confirm that they want to
inactivate the Plan of Service and can click the Yes button to proceed or the No button to cancel
the inactivation.

Inactivate Confirmation

Are you sure you want to inactivate this plan of service?

Comment. *

There are two scenarios under which a Plan of Service will get a POS End Date. The first was
described through the manual Inactivate process above. When a Plan of Service is manually
inactivated that Plan of Service will receive a POS End Date equal to the current system date that
the inactivate functionality was used on that Plan of Service. Only for manually inactivated Plans
of Service will authorized users have the ability to navigate to the Edit page of the Overview
Information section of the Plan of Service and modify the POS End Date as seen in the figure
below.

Plan of Service — Overview m
Cancel [ save |

A
Overview Information 1

General Information

Client Name: Jonathan Smith Current Address Test Street 1, Baltimore 20103

Guardian of Person: Barbara Smith DOB: 08/13/1950

MA# 33333333333 Client’s Current Support Planning AAA - Baltimore County Dept. of
Agency: Aging

Overview

Client is enrolled in: Mot currently enrolled

Program Type: co

POS Type: * Revised

Reason for New Plan of Senice: ** Change in Senices

Created Date 11/15/2013

n

POS Effective Date: ™~ 11/115/2013

End Date: * (
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The second scenario under which a Plan of Service will receive a POS End Date is if the client has
an Active Plan of Service and then a subsequent Plan of Service is Approved. The approval of the
new Plan of Service will set the end date of any current Active Plan of Service by taking the POS
Effective Date of the newly approved Plan of Service and subtracting one day. For Plans of Service
that receive a POS End Date through this process, the POS End Date field will not be editable to
any user.

Plan of Service — Summary Status: Approved

Back to List Print Revise Expand All

© Overview Information **

General Information

Client Name: Jonathan Smith Current Address Test Street 1, Baltimore 20103

Guardian of Person Barbara Smith 08/13/1950

MAZ 33333333333 ient's Current Support Planning ~ AAA - Baltimore County Dept. of
¥ Aging

Overview

Revised
Reason for New Plan of Service

Created Date 11/15/2013
POS Effective Date: 11/15/2013

POS End Date Sl 111572013

2.2.12 POS Unit Staff Assignment

Staff with the role of POS Unit Administrator or POS Unit Supervisor will have the ability to
assign a POS Unit Staff to an individual client at any time that client has a Plan of Service in one
of the following statuses: In Progress, Pending Lead Review or Pending POS Unit Decision. To
navigate to the POS Unit Staff Assignment page click the Assignments tab at the top of the
page, then select POS Unit Staff Assignment from the left hand navigation. After making this
selection the Unassigned POS Unit Staff Assignment list will load. The user can then select the
clients they wish to assign a POS Unit Staff member to. After selecting clients, a specific staff
with the role of POS Unit Staff can be selected from the Assign to POS Unit Staff dropdown at
the bottom of the page. After making all selection, to assign that staff member to the client
click the Assign button as seen in the figure below.

LTSSMaryfand Eal‘u:fr::l‘:.?ulmn 10 Buhaif of PFOSUNA, powmnitsupenor T Menu Account
fit Home | St Clients | iSMylLists | M Adlerts | A Assignments B Reports
= Assignment Menu POS - Unit Staff Assignment
ﬁ Filter by Status.
Unassigned
Filter
Client D ¢ | Fistame ¢ | Lastlame ¢ | Facikty 2 County = Age & POSSlals 2 Assigned To < Assigned Date & | Actions
B 28390140J115440  Jonathan CATONSVILLE COMFORT CARE CENTER (test Baltimore &3 n Progress

Assign 15 POS Unit $taft:* Assign

Showing 1101 of 1 entries {fitered from S total eniries) Filter all cobsmns:
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2.2.13 Plan of Service My Lists

Authorized users will have the ability to run any of the new Plan of Service My Lists by navigating
to the My Lists page by clicking the My Lists tab at the top of the LTSS system as seen in the figure
below. In order to run a specific Plan of Service My List, click the POS item in the left hand
navigation as seen in the figure below. Once on the POS List page, the user can run a variety of
My List options, which will require the user to select one Show me and Type option.

LTSSMaryland FEfnicolas quinones. (msanarct et smvamirermcr)

rj— Manu  Account

G Home | BAClients = MyLists | A\ Alets | @ Dashboard B Reports
™ My Client List POS List

Applicatons

Rededermasations

Appeats
LG

Shaw me™ Type™
Chents with In Progress POS =
Cheiis with In Progress POS
Nurse Mosstoring Chents with Pending Lead Review FOS Ics
Chents with Pending POS Unit Decision POS CcFC

et T Chants with Approved for Pravisional POS MAPC

Dews Lakiney Chents with Approved FOS
| € Cheriis with Demed PFOS 2 First Mame o SPA % | POS Typa T Smus 2 Actions

No alakls able

Each specific combination of a Program and Show Me option will produce varying results based
on the options selected and the user running the My List. For example, if a user with the role of
DHMH Administrator or POS Unit were to run a POS My List for Program = CO and Show Me =
Clients with Approved POS, the result would show all those users clients in LTSS whose latest POS
has Program Type = CO and Status = Approved. If a user with the role of SPA Administrator or
SPA Supervisor were to run the exact same My List options the result of would produce the same
results with the exception that only clients with that users SPA agency location as the clients
assigned SPA would show up in the results. Finally, if a user with the role of SPA Support Planner
were to run the same My List options they would only see clients where that specific SPA Support
Planner was assigned to those clients.

POS List |
Show me ™ Type *
Clients with Approved POS |z| co |z|
Filter
Client ID 4 | LastName 2 | FirstName £ | SPA ¢ |POSType £ |Created Date < | Decision Date ¢ | Daysto Decision £ | Status £ | Actions

28390110J115110 Smith Jonathan AAA - Baltimore County Dept. of Aging Revised 11/15/2013 11/15/2013 0 Approved  Details
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3 Appendix

3.1 Plan of Service Connections with Other Modules

Connected Module

Details

Client Profile

When a Plan of Service is created it will pull Strength and
Goal information from the Client Profile.

InterRAI Assessment

The Plan of Service will pull Resource Utilization Group
(RUG) information from the clients InterRAI Assessment
in order to determine the Recommended Flexible Budget
for the Plan of Service.

When a Plan of Service is created it will pulled the
Triggered CAPS from the clients latest submitted InterRAI
Assessment as Risks within that Plan of Service.

MDOD Training

When a Plan of Service is submitted if the field "Does the
participant want to receive training on how to select,
manage and dismiss attendants?" is set to Yes, then a
referral will be generated for the client for MDOD Self
Direction Training.

Nurse Monitoring

The Due Date for Nurse Monitoring will be set by
referencing the field "Nurse Monitoring will be
performed every X days" from the clients Active Plan of
Service, if that Plan of Service contains the service Nurse
Monitoring.

ISAS

Providers and MA Enrolled Emergency Backups will be
able to call in through ISAS to bill against the following
services: Personal Assistance Agency, Personal
Assistance Independent and Personal Assistance Shared
Attendant.

In order for a provider to successfully generate a claim
through ISAS and not produce an exception, they must be
listed as the Provider of the service they are calling in
against within the clients Approved Plan of Service.

If calling in for Personal Assistance Shared Attentant, the
provider will specify the service and one of the clients
utlizing that service. LTSS will identify if that client has
this provide approved to provide this service and will
identify the individual the client is sharing the service
within and generate a claim for each individual.
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